GRANT PORTAL INSTRUCTIONS

This document contains detailed steps to submit a grant application on the web-based Grant
Portal for the Governor’s Grants Program at https://www.kansas.gov/grants/index.do. BE SURE
TO READ THE ENTIRE GRANT APPLICATION BEFORE ATTEMPTING TO APPLY
ONLINE.

If you have any questions about navigating the Grant Portal website or how to fill in any of the
information, please contact the Governor’s Grants Program office at 785-291-3205 and ask for
Kim Gerety or Lori Jensen. For technical questions, please contact the Kansas.gov Help Center,
open Monday through Friday from 8:00 am to 5:00 pm, at helpcenter@ink.org or 800-452-6727.

ACCESS REQUEST

Applications can NOT be submitted if the agency has not first requested access. This process
could take up to three business days to receive your login ID and password, so please plan
accordingly. If, however, the agency has previously completed an Access Request, then the
agency will proceed to the section of instructions below titled “Submitting the Application.”

There is only one login ID accepted per agency. PLEASE CONTACT LORI JENSEN AT
785-291-3205 PRIOR TO REQUESTING ACCESS, TO ENSURE THERE IS NO
DUPLICATION. To complete an Access Request to submit to the Governor’s Grants Program,
go to https://www.kansas.gov/grants/access.do.

Address @j https: | fuaw  accesskansas. orgfssry-ksgrantsfaccess, do hd a Go
Kansas.gov: The Official Web site of the State of Kansas

o .. Governor's Grants Program
wKansas Grant Portal

Site Navigation

Grant Fortal In order to apply for grants, organizations will need to register with the Governor's
Home Grants Program Grant Portal. The portal will provide a login and password to the
Contact Us contact listed below via e-mail. Mo more than one login will be provided for any

organization. Be sure to keep the login and password in a safe and accessible place.
The Authorized Certifying Official for the organization will be considered the primary
contact and the access administrator,

<< Governor's Grants
Program home page ) ) ) )
=« Kansas Weh site P Indicates required information

| organization Information |

P Agency MName:
B FEIN:

B Street Address:

Fill in the information requested in the appropriate fields and click on “Submit.”


https://www.kansas.gov/grants/index.do
mailto:helpcenter@ink.org
https://www.kansas.gov/grants/access.do

Address @j https: e, accesskansas, orgfssry-kegrants/accessRequest, do b a Go

Kansas.gov: The Official Web site of the State of Kansas

. . . Governor's Grants Program
KAnhsSas Grant Portal

Site Navigation

Srant Portal Werify the information below is correct then select "Continue." If you need to edit any
Home of the information, select "Modify."
Contact Us

<« Governor's Grants —| Organization Information

Program home page

: agency Mame: test
<< Kansas Web site gency

FEIN: 999999999

Street Address: test

City: test

State: KS

7in Code: 99999 he

A verification screen now appears. Review each of the fields for accuracy. If additional changes
must be made, click on ‘Modify’ and the user is returned to the edit screen. If the page is
correct, click on ‘Continue’ at the bottom of the screen.

Address @j https: j v, accesskansas, org)ssrv-ksgrants/submitRequest . do hd a Go
Kansas.gov: The Official Web site of the State of Kansas

; Governor's Grants Program
Grant Portal

Office of the Governor

=

Site Mavigation

Grant Fortal The test's request for an access account has been successfully submitted, An email
Home response regarding the status of your access account should be received within three
Contact Us business days. If you have any questions, please contact the Governor's Grants

Program at 785-291-3205,

<< Governor's Grants
Program home page
=< Kansas Web site

Portal Policies | Help Center | S

If the information is complete, you will receive a confirmation message indicating the
submission was successful. You will receive an email response within three business days. The
email response is an automated message sent from the Help Center and contains a temporary
password for login.



ACCESSING THE GRANT PORTAL

When the Access Request is approved by the Governor’s Grants Program, an email is sent from
the Help Center to the applicant’s email address provided. The approval includes a temporary

password to be used to access the Grant Portal.

Below is the Grant Portal home page. It is

located at https://www.kansas.gov/grants/index.do.

£

E-mail address:

Password:

forgot password

Kansas.gov: The Official Web site of the State of Kansas

FKANsaHs

Site Navigation
Grant Portal
Horme

Contact Us

Governor's Grants Program
Grant Portal

Introduction

Governor's Grants Program

" mm'?.y SAFE Communities"

The Governor's Grants Program administers funds to organizations that aim to
enhance the criminal justice system, improve public safety, support crime victim
services and drug and viclence prevention programs. State and local units of
government, non-profits, community and faith-based organizations throughout the

state are eligible to apply for and receive grant funds. The Governor's Grants Program
provides the staffing and day-to-day management of these grant programs.,

<< GOvernor's Grants
Program home page
<< Kansas Web site

Learn more about the Governor's Grants Program.

The user will enter their assigned e-mail address and password in the fields provided on the left
side of the page, and click on ‘Log in.” If you are a first-time user, the password will be the
temporary password provided in the Help Center access approval email message.

Ead
My Account =
¥ My Grant Portal - Welcome Jill Stewart
Horme
Change E-mai Welcome to the Governor's Grants Program web based portal, In a continuing effort to
Change Password improve services, this user account offers access to grant management, From this
Log out home page, the user can access the message center to view and create

correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.,

Site Navigation
Grant Fortal
Home

Contact Us

Meszages Current

Search archived

Message Inbox

<< Governor's Grants
Program home page

<< Kansas Web site [x]  vou have 0 new messages,

The user’s Grant Portal home page is displayed. If you are a first-time user, it is recommended
that before proceeding any further, the user change the temporary password provided to one


https://www.kansas.gov/grants/index.do

created for the agency. Existing users also can change their password at any time. To do this,
click on the ‘Change Password’ link on the left side of the page.

f ‘Office of the Governor Governorls Grants Program
KAansas Grant Portal

Change Password

My Account

Horne

Change E-mail Enter current password and then enter new password twice, Password is case sensitive, Password
must be §-10 characters and contain both upper and lower case characters [a-z A-2], at least one

Change Passward number [0-2] and at least one symbol 1@ # % ~a* "« > =7 "]

Log Qut

P Indicates required information

Site Navigation
Grant Portal Home

Contact Us » Current password:

P New password:

<= Governor's Grants P Retype new password:
Frogram home page

<< Kansas Web site -
:

= [= T .

The user is now on the Change Password screen. The user must provide the information
requested; be sure the new password meets the criteria stated at the top of the screen. Click on
‘Submit.’

f ‘Office of the Governor Governorls Grants Program
KAansas Grant Portal

My Account
Home

- a Congratulations! vou have successfully updated yvour password,
Change E-mail

Change Password
Log Cut

Site Navigation
Grant Portal Hame
Contact Us

<= Governor's Grants
Frogram home page
<< Kansas Web site

If the information is complete, you will receive a confirmation message indicating the
submission was successful. Click on the ‘Home’ link on the left side of the page.



SUBMITTING THE APPLICATION

Log in to the Grant Portal following the instructions above titled “Accessing the Grant Portal.”

=

My Account
Harme

Change E-mail
Change Password
Log Cut

Site Navigation
Grant Portal Home
Contact Us

Office of the Governor

<< Governar's Grants
Program horme page
<< Kansas Web site

Governor's Grants Program 2
Grant Portal

My Grant Portal - Welcome Jill Stewart

Wwelcome to the Governor's Grants Program web based portal, In a continuing effort to improve
services, this user account offers access to grant management. Frorn this home page, the user can
access the message centar to view and create correspondence with the Governor's Grants
Prograr, prepare and submit grant applications, and rmanage reporting requirernents,

Messages || Search Cuprent Archived

Message Inbox

|E| You have 0 new rmessages.

- _____________________________________________________|

To begin a new application, go to the ‘Search’ tab in the middle of the screen.

TOTTTE V-
Change E-mail \ - .

Welcome to the Gowernor's Grants Program web based portal. In a continuing effort to improwve
Change Password services, this user account offers access to grant management. From this home page, the user can

access the message center to view and create correspondence with the Governor's Grants
Log Qut . el - -

Frogram, prepare and submit grant applications, and manage reporting requirements.
Site Mavigation .
Grant Portal Home Meszages Search Current Archived
Contact Us

Search For Grants
;r{ogﬁg;ne?oon:: S;'Sgts Tao apply for a new grant, use this box to search all available grants.
<< Kansas Web site
Keywords:
Organization Type: Any hd
Aty -~
e Crime Victim Services
" |Law Enforcement
Criminal Justice bt
W

Enter criteria into the fields provided to narrow the search, or leave all the fields blank to conduct
a wide search. For a keyword, the user will want to select a word or phrase from the description
of the grant to be applied for. Click on ‘Search.’



Grant Porf:'al
Home
Contact Us

<< [3overnor's Grants
Program home page
<< Kansas Weh site

Search results will appear. If the user does not see the grant name that an application is to be
prepared for, a new search can be conducted from this screen.
name than an application is to be prepared for, click on ‘Full Guideline Text’ to open an
electronic copy of the Grant Application Packet. The electronic copy may be printed and/or
saved to the user’s desktop. To begin an application on the Grant Portal, click on ‘Apply.’

NOTE: Once the user has clicked on ‘Apply’ to begin an application, the application will
appear in the user’s ‘Current’ screen. The user will be able to work on the application as their

Search Results

{ 1 results found}

Applications Projects Projects P

samole Sample Full
Gran’i 03/14/200% 07/01/2008  06/30/2009  grant Suideline
application, Text |
Apply
Keywords: |sample
Organization Type: | Any v
Ay s
Grant Type: Crirne %ictim Services

L Enforcament
Cririnal Justice b

time allows and will not need to conduct a Search again to locate the application.

Kansas.gov: The Official Web site of the State of Kansas

f

Governor's Grants Program

KaAnsas Grant Portal

My Account
Harme

Change E-mail
Change Password
Log Ot

Site Navigation
Grant Portal Hame
Contact Us

<= Governor's Grants
Frogram home page
<< Kansas Web site

Application

Introduction General Infa, Budgat Attachrnants Subriit

Introduction
Use the tabs above to navigate through the application process,

To apply for the Sample Grant grant online cornplete the following three simple steps and
then subrmit:

1. General Information
2. Budget
3. Attachments

IMPORTANT: Start with any section, but complete ALL sections befare subrnitting the grant
application.

Vi

If the user does see the grant



There are five tabs across the top of the page. The user will start on the ‘Introduction’ tab. As
stated in the introduction, three sections must be completed before the application can be
submitted: the General Information, Budget and Attachments.

General Information

Click on the ‘General Info.’ tab in the middle of the screen.

Kanas.gu\r Te Official Web site of the State of Kansas
f ‘Office of the Governor Governorls Grants Program
K ansas Grant Portal

Application

My Account
Horme
Change E-mail Inkroduction General Info, Budget Attachments Subrrit
Change Password
Log Qut

General Information

Use the tabs above to navigate through the application process.
Site Mavigation
Grant Portal P Indicates required information
Horme

Contact Us

|—| Organization Infarmation | |

The user is now on the General Information page and will see Organization Information,
Authorized Certifying Official, Contact Information and Project Information. Some of the
information is filled in for you. Scroll down the page, reviewing the information until you reach
the Primary Contact box, where you will begin entering data.

r| Primary Contact

The primary contact listed will receive ALL correspondence from this office
reqarding this grant application.
P Name:
» Phone: Ext:
» Fax:

P E-mail:

| Project Information |

» Proposed Grant Project
MName:

» County(ies) in which |Statewide C
proposed grant project will |Allen
operate (use "control key” |Anderson
to select multiple counties): | Atchizon w

» Brief description of
proposed grant project { max

vii



When all the data is entered, click on ‘Submit.” If any data is not valid, an error message will
appear at the top of the screen in red text. If the data is complete as required, the user will see a
General Information Verification screen.

Kanas.gu\r: The Official Weh site of the State of Kansas
? ; Office of the Governor Governorls Granfs Program
KAahsSas Grant Portal

Application

My Account
Horme
Change E-rmail w Eudiget Attachments Submit
Change Password
Log Out

General Information Verification

Use the tabs above to navigate through the application process,
Site Navigation

Grant Portal verify the infarmation below is correct then select "Continue." Select "Modify"
Home to edit any of the information.
Contact Us

|—| applicant Identification | |

Review the data for accuracy and if anything must be changed, click on ‘Modify’ to edit
information.

Fax: 555-555-5555 x

E-mail: sample@email.org

| Project Information |

Proposed Grant Project

Sample Project
Mame: E L

Countylies) in which
proposed grant project will Statewide
operate:

Description of proposed grant

. Sample project for demonstration.
project: ple proj

If awarded, these funds will;

Create a new grant project or service activity.

Continue ] [ Modify ]

If the data appears to be correct, click on ‘Continue’ and the General Information section is
completed.
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AN ALLIdYAD \ZIrant rormai A

Application

My Account
Home
Change E-rmail Introduction General Infa, Budgat Attachrments Subrnit
Change Password
Log Qut

General Information Confirmation
Usze the tabs above to navigate through the application process,

Site Navigation

Grant Portal Home G Congratulations, the General Information section of this grant application has been

Contact Us successfully completed, Continue to anather section by selaecting one of the tabs above.
, If this was the last section that needed to be completed for this application, please move
<= Governor's Grants directly to the Submit tab. If for any reason the information in this section needs modified,

Program hame page this can be done in the Submit tab,
<= Kansas Weh site

[ Edit General Information ]

A General Information Confirmation screen will appear. The user will be able to make further
edits if necessary.

Budget
To continue with the application, click on the ‘Budget’ tab in the middle of the screen.

NOTE: All budget line item requests must be rounded off to the nearest whole dollar.

Kansas.gov: The Official Web site of the State of Kansas

o Governor's Grants Program
KAahsSas Grant Portal

Application
My Account
Home
Change E-mail Introduction General Info, Budget Attachments Subrnit
Change Password Personnel © Benefits © Travel © Supplies © Facility © Eguipment © Contractual + Other © Summary
Log Out
Budget
Use the tabs above to navigate through the application process. To complete the budget
Site Navigation section select each of the underlined areas above within this tab,
GSrant Portal
Horme
Contact Us
<= Governor's Grants
Program home page
e Kamsac Wabk cita ¥
4 3

The user is brought to the Budget screen that displays each of the budget categories just below
the ‘Budget’ tab. It is a requirement that a dollar amount is entered into each line item, even if it

iX



is zero. Therefore, it is recommended that the user work from left to right, starting with
Personnel, viewing each budget category. Refer to the Grant Application Packet to determine
what budget categories are allowable for each grant program. Click on the Personnel link.

: Governor's Grants Program 3
= l ;Ul'ﬁcunl' lhstiuwrg G t P t I g
Application
My Account
Harme
change E-mail Introduction General Info, Budget Attachrnents Subrnit
Change Passward Perzonnel Benefits Travel Supplies Facility Equipment Contractual Other Surnrary
Log Ot
Budget: Personnel
Use the tabs above to navigate through the application process,
Site Navigation
Grant Portal Hame i o R
Contact Us i B i : i
roe | pocition statue | pollar Amount | action |
<<= Governor's Grants Add Personnel
Program home page
<< Kansas Web site
Personnel Total:
£0
W

In the Budget: Personnel screen, the user must determine if any funds are to be requested for
salaries or wages in the grant application. If no Personnel funds are to be requested, the user
should proceed to the ‘Benefits’ screen. If Personnel funds are to be requested, click on ‘Add
Personnel.’

. -
Application
My Account
Home ’—‘
Tritrohs el | kel
Change E-rnail
Change Password -
Log Qut
9 Budget: Add Personnel
Site Navigation > . X X X
Grant Portal Home Indicates required information
Contact Us
P Title:
<< Gowernor's Grants
Prograrn horme page P Position Status: —Flease Select— +
<< Kanzas Web site
* Dollar Amount: 0
» Descripbon:
[ Cantinue l [ Cancel ] Z

-

Complete the fields that appear on the screen as appropriate for the proposed grant project.

X



NOTE: If the grant program has a match requirement, the user also will see a Match Amount
box for each budget line item to enter a value.

For the ‘Description,’ a brief statement regarding the purpose of the line item and a computation
for determining the amount of the request must be provided. When complete, click on
‘Continue.” If any data is not valid, an error message will appear at the top of the screen in red
text. If the data is complete as required, the user will see a Personnel Verification screen.

Ly
Application

My Account

Harme

change E-mail Introduction General Info, Budget Attachrnents Subrnit

Change Password Personnel Eenefits Trawel Supplies Facility Equiprent Contractual Other Surnrmary

Log Cut

Budget: Personnel Yerification
Use the tabs above to navigate through the application process,

Site Navigation

Grant Portal Horme W Indicates required information

Contact Us

Title: Sample Manager
<< Governor's Grants Position Status: Newvs
Program home page
<= Kansas Web site Dollar Armount: $18,720
Part-time position to provide project coordination.
Description: $18 /hour x 1,040 hours /year x 100% of time on project =
$18,720
Continue ] [ Modify ]
w

Review the data for accuracy and if anything must be changed, click on ‘Modify’ to edit
information. If the data appears to be correct, click on ‘Continue’ and the new Personnel line
item appears.

Xi



My Account
Home

Change E-mail
Change Password
Log Qut

Site Navigation
Grant Portal Home
Contact Us

Application

Intraduction General Info, Budget Attachments Subrnit

<< Governar's Grants
Program horme page
<< Kansas Web site

The user may now edit the new Personnel line item by clicking on either ‘Modify’ or ‘Delete’
under the Action column at the right side of the screen, may add another position title by clicking
on ‘Add Personnel’ and repeating the steps outlined above, or may proceed to the next budget

Perzonnel Benefits Trawel Supplies Eacility Equiprment Contractual Other

Budget: Personnel

Use the tabs above to navigate through the application process,

Add Personnel

Personnel Total:

$18,720

Sarnple Manager $12,720 Madify | Delete

category by clicking on the Benefits link below the ‘Budget’ tab.

Change E-mail
Change Password
Log Cut

Site Navigation
Grant Portal Hame
Contact Us

<« Governor’s Grants
Program home page
<= Kansas Weh site

In the Budget: Fringe Benefits screen, the user must determine if any funds are to be requested
for fringe benefit expenses in the grant application.
provided in the Benefits budget category, the user must specify a dollar amount even if it is zero

before the category is considered complete. Click on the ‘Modify’ link for each line item,

D | g || esimmna ETRTTT

Personnel Eenefits Trawel Supplies Facility Equiprent Contractual Other

Budget: Fringe Benefits

Use the tabs above to navigate through the application process,

Add Fringe Benefits

Benefits Total:

$0

beginning with FICA.

xii

Sumrary

T Lncuon

FICA Madify
Unermployment Madify
Insurance
Health Insurance Madify
Worker'

oreers i Modify
Compensation
Retirernent Modify

Because there are standard line items




Horme

Change E-mail
Change Password
Log Ot

Site Navigation
Grant Portal Home
Contact Us

<= Governor’s Grants
Pragrarn horme page
<< Kansas Web site

Introduction General Infa, Budgat Attachments Subrnit
Perzonnel Benefits Travel Supplies Facility Equipment Contractual Other Surnrary

Budget: Add Fringe Benefits

Use the tabs above to navigate through the application process,

P Indicates required information

P Type: Flca

» Dollar Amount:

Enter whale numbers anly (MO
symbals, commas or decimal
points). Far enample,

$50,000,00 should be enterad
az 50000, If this field is not
applicable, pleaze enter 0,

Frovide a brief narrative
explanation of the calculations
conducted to determine the
dallar amount, Mot required if
dollar amaount is 0. Max
characters = 300,

» Description:

Continue ‘ [ Cancel ]

Complete the fields that appear on the screen as appropriate for the proposed grant project. For
the ‘Description,” a brief statement regarding the purpose of the line item and a computation for
determining the amount of the request must be provided. However, if the budget request for this
line item is zero, a ‘Description’ is not required. When complete, click on ‘Continue.” If any
data is not valid, an error message will appear at the top of the screen in red text. If the data is
complete as required, the user will see a Fringe Benefits Verification screen.

il aranrt rorrail ~
Application

My Account

Horne

Change E-mail Introduction General Info, Budgat Attachrnents Subrnit

Change Passwaord Personnel . Benefits | Trawel | Supplies . Facility . Eguipment Contractual Other | Surnmary

Log Qut
Budget: Fringe Benefits ¥erification

Usze the tabs above to navigate through the application process,

Site Navigation
Grant Portal Home
Contact Us

P Indicates required information

Tupe! FICA

<= Governor's Grants
Frogram home page
<< Kansas Web site

Collar Amount: $1,432

Cescription: $18,720 salaries x 7.65% rate for FICA taxes = $1,432

Continue ] [ Modifyl

Review the data for accuracy and if anything must be changed, click on ‘Modify’ to edit
information. If the data appears to be correct, click on ‘Continue’ and the completed FICA line
item appears.
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’ A
Horne ’—‘
Trikreshs S ke
Change E-mail
Change Password -
Log Cut
E Budget: Fringe Benefits
Site Mavigation
Grant Portal Home reas » be madinied alain & daliar amount. IF thee i na dollar amaownt for an area enter £0.
Contact Us
Type Dollar Amount
FICA $1,432 Madify
<< Governor's Grants Unemployment Modify
Program horme page Inzurance
< [emeas Wl o Health Insurance Mo dify
Warker's ) Mo dify
Compensation
Retirement Modify
Add Fringe Benefits
Benefits Total:
41,432
W

The user may now edit the FICA line item by clicking on ‘Modify’ under the Action column at
the right side of the screen or proceed to the next line item by clicking on the Unemployment
Insurance ‘Modify’ link.

_— " - . - i
Change Password Personnel | Benefits | Trawel | Supplies | Facilty | Equiprnent | Contractual | Other | Sumnmary e
Log Ot

Budget: Fringe Benefits
Use the tabs above to navigate through the application process,

Site Navigation
Grant Portal Hame
Contact Us

Dollar Amount Lncuon

FICA t1,432 Madify

<< Governor’s Grants

Frogram home page Unernployment 50 odits
<= Kansas web site Insurance
Health Inzurance 0 Madify
Warker'
iy i $0 Madify
Compensation
Retirernent $0 Madify

Add Fringe Benefits

Benefits Total:

$1.432

b

When each of the Fringe Benefits line items has been given a dollar value, the user may add
additional fringe benefits by clicking on the ‘Add Fringe Benefits’ button or may continue to the
next budget category Travel. Repeat the same process for the Travel, Supplies, Facility,
Equipment, Contractual and Other budget categories. When all of the budget information is
entered, click on the Summary link.

Xiv



Change Password - - - - S
Log Qut
9 Budget: Summary
Site Mawigation X X ; ; L
Grant Portal Home The fallowing areas of thiz section have been successfully completed. To submit thelappllcatlon
Contact Us for review each section must be carmpleted. & completed sedtion iz indicated by = icon. An
incomplete section iz indicated by 2 0 ican.
<< Governor's Grants
Frograrm horme page Status Budget Area Action Dollar Amount
<< Kanzas Web site
o Personnel Modify $18.720
0 Fringe Benefits Modify $1,432
0 Travel/Training Modify 0
0 Supplies/Comrmunications Madify 0
0 Facility Madify 0
0 Equipmeant Madify 0
0 Contractual Services Madify 0
0 Cther Madify 0
Grand Total: 420,152 bt

The user will see each budget category listed with a status indicator for complete or incomplete.
If any budget category is incomplete, click the ‘Modify’ link to go directly to that budget screen
for editing.

NOTE: If the grant program has a match requirement, there will be a message at the bottom of
the Budget: Summary screen that states whether or not the budget meets the match requirement.
The match requirement also must be met in order for the Budget section of the application to be
considered complete.

Attachments

To continue with the application, click on the ‘Attachment’ tab in the middle of the screen. Each
grant program has a certain number of Attachment requirements. Refer to the Grant Application
Packet for specific instructions regarding the requirements, as some of the Attachments are
required for all applying organizations and some may only be applicable to certain applying
organizations. Attachments must be prepared and saved on the user’s desktop in a PDF, Word
document or Excel spreadsheet format. File names must correspond to the attachment
requirement, i.e. filename: Project Narrative.doc.

NOTE: |If the file is not uploading as an Attachment as expected, the user should check the
filename extension. In some instances, the Grant Portal may not accept files with a .docx or
Xlsx extension. By doing a Rename and removing the last character, the file may upload
successfully.
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Application 5
My Account

Horme ’—I
Tririhuck s | HELLEH
Change E-rnail

Change Password

Log 2t

Attachments

Site Mawigation T late thi i £ th + licati load at | + 2 fil
Grant Partal Horne o cormplete is section o e grant application upload at leas Hesz.

Contact Uz

Files associated with this grant.

) e e [Name [ acton |
<< Governor’s Grants

Prograrn home page Federal Certifications @ cert.pdf  Download
<< Kanszas Web site

Attached Files

e lree Joone Jrupe Name action

Project Marrative |Z| e Edit
Federal Certification E e Edit
501(cI(3) Edit v

Form documents that applicant’s are required to use are found under the heading “Files
associated with this grant.” Click on the ‘Download’ link to access the required form.

Application -+
My Account

Change E-rnail

Change Password Do you want to open or save this file?
Log St A
ET: Mame: cert.pdf
<ihtabi Type: Adobe Acrobat Document
Site Navigation T From: demo.accesskansas.org
Grant Paortal Home
Contact Us
Open ] l Save I [ Cancel

NPT

<< Gowvernor's Grants
Program horme page S . .
<= Kansas Web site @ Whils files from the Internet can be useful, some files can potentially

harm your computer. |f you do not tust the source, do not open or
zave this file. What's the rigk™?

e JreaJoone Jrspe Name acuon

Project Marrative |Z| ez Edit
Federal Certification |Z| e Edit
SO1(c(E) Edit [V

The system displays the ‘File Download’ window that allows the user to open or save the file to
be utilized. Click on ‘Save.’
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Application 20
My Account
Horme
Change E-rnail "
Change Password Save in: @ M J ¥ E|'
L. Gt
na B .DMy Documents
) :? j My Computer
ty Recent ‘3 My Mebwork Places
Site Mavigation Documents
Grant Partal Home 1
Contact Uz =
Desktop
<< Gowvernor's Grants
Pragram horme page
<< Kanszas Web site
by Documents
=1
= JQ
9
Fro My Computer
Fed r— _
s '._} File name: cert hd
2 2
508 MyMetwork | Save astype Adobe Acrobat Document v | =
&] Dare

Locate the computer drive and folder on the user’s desktop that the document is to be saved in,
give the document a filename and click ‘Save.” On some computers, the user will see a
‘Download Complete’ verification screen. This screen may be closed. The document is now
downloaded to the user’s desktop and the user is returned to the ‘Attachments’ page.

OS5 UTe 1als JuuyeE T Ty Ig aie rodurT e Jppmegurom prote " A
Site MNavigation
Erant Portal To complete this section of the grant application upload at least 2 files.
Cfme
Contact Us
Files associated with this grant.
<< GOVEFNOr's Grants
Program horme page Federal Certifications T cert.pdf Download
=< Kansas Web site
Attached Files
rie _[rea___loone | Type | Name | action
Project Marrative [%] required Edit
Federal Certification [=] required Ed
501(c)(3) Edit
’ Add Attachment l
W

Under the heading “Attached Files,” the user will see a list of required attachments that are found
in the Grant Application Packet.

NOTE: The minimum number of attachments to be uploaded is indicated at the top of the
screen. Some applying organizations may be required to upload more than the minimum number
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of attachments. Refer to the Grant Application Packet instructions to determine how many
attachments the user’s organization must provide.

To upload a required attachment, click on the ‘Edit’ link next to the appropriate attachment title.

A
Application
My Account
Haome
change E-mail Introduction General Info, Budget Attachrnants Subrnit
Change Password
Log Qut .
Attachments: Add File
Use the tabs above to navigate through the application process,
Site Navigation
Grant Portal Home Select the Browse button to locate a file to be uploaded. Comments, which will only be visible
Cantact s to the grant applicant, may be added to the file being uploaded.
Title: Project Marrative
<< Governar's Grants
Program home page Description: Docurnent to address each section as identified in the application
<+ Kansas Web site
Uplaad:
Comrments:
v

Click on the ‘Browse’ button to find the file that will be uploaded to the attachment requirement.

Choose f-ile - @@ 2

My A t . = :
Hy ceoun Look in: |BM_I,I Documents j = & Ef-
ame
Change E-mg =1 |2 Carel User Files
Change Pass \_\,ﬁ My Data Sources
My Recent  |[C2)My eBiooks
Log out Documents uiblMY Music
F:‘_ hﬂMy Pictures
. . () QPPriv
Site Naviga Desktop ) webx N
Grant Portal = y be visible
Contact Us | Budget Detail ‘Worksheet wpd

spider. sav

&

My Documents
<= Governor’s
Frogram home =1 plication
“< Kansas e

&

My Computer

My Metwark File name: || j Iﬂl
Flaces
Files of type: |.&II Files [*.7) j m

The system displays the ‘Choose file’ window that allows the user to look for and select the file
to be attached. The user clicks on the file to be attached so that it is highlighted, and then clicks
on ‘Open’ (or can double-click on the file name).

XViii



Application
My Account
Haome
change E-mail Introduction General Info, Budget Attachrnants Subrnit
Change Password
Log Qut

Attachments: Add File
Use the tabs above to navigate through the application process,

Site Navigation
Grant Portal Home Select the Browse button to locate a file to be uploaded. Comments, which will only be visible
Contact Us to the grant applicant, may be added to the file being uploaded.

Title: Project Marrative
<= GOvernor’s Grants
Program home page Description: Docurnent to address each section as identified in the application

<< Kansas Web site . .
Upload: ns\Project Marrative. dod

B TREE; Uploaded [date]

The system displays the Attachments: Add File screen again, with the selected file in the Upload
field. Verify the filename is correct. The user may add a comment if preferred. Click on ‘Save’
at the bottom of the screen. (If the user clicks on ‘Cancel,” display will return to the Attachments
summary page.)

Ll
Application
My Account
Home
change E-mail Intraduction General Infa, Budget Attachments Subrnit
Change Password
Log Qut
Attachments: File Information
Use the tabs above to navigate through the application process,
Site Navigation
Grant Portal Home ) . )
Contact Us Title: Project Marrative
Description: Document to address each section as identified in the application
Type:
<< Governar’s Grants
Prograrn home page Marme: Project Marrative. dac
<« Kansas Web site
Date added: Z005-02-22 10:59
Size: 19kE
Cormrments;: Uploaded on (date]
Continue
W

A verification page will display with the filename, date added, and size. If the information is
correct, click on the ‘Continue’ button at the bottom of the screen and the user is directed back to
the Attachments page.
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Log Cut

Site Navigation
Grant Portal Home
Contact Us

<< Governor's Grants
Program horme page
<< Kansas Web site

As stated in the Grant Application Packet instructions, certain Attachment requirements are
forms that are provided in the “Files associated with this grant” section. In the example above,
the ‘Federal Certifications’ document has been downloaded to the user’s desktop. The user is
responsible for preparing the document to be ready to upload. In this example, the document
must be printed, signed by the appropriate individual, scanned and saved as a PDF document to
the user’s desktop. To upload the prepared attachment, follow the same instructions provided
above by clicking on ‘edit,” selecting the file from the browse window and verifying the

Attachments

Usze the tabs above to navigate through the application process,

Tao cormplete this section of the grant application upload at least 2 files.

Files associated with this grant.

cert, pdf

Titde Type

Federal Certifications E Cownload

Attached Files

N ™ P O O P

e - T T

Federal reuired i
Edit

Cettification |z|

S501(cI(3) Edit

Add Attachment ]

filename.
Application
My Account
Haome
change E-mail Introduction General Info, Budget Attachrnants Subrnit

Change Password
Log Qut

Site Navigation
Grant Portal Home
Contact Us

<< Governar's Grants
Prograrn horme page
<< Kansas Web site

When the minimum number of Attachment requirements has been met, the user will see an
Attachment Confirmation screen as above. From this screen, the user may either edit existing

Attachment Confirmation

Use the tabs above to navigate through the application process,

0 The minimum number of attachments required for this grant application have been
uploaded. More attachments may be added by selecting the link below. If there are not any
additional attachments, continue to another section by selecting one of the tabs above.

If this was the last section that needed to be completed for this application, please move
directly to the Submit tab, If for any reason the information in this section needs modified,
this can be done in the Submit tab,

Add Attachment

XX




attachments or add additional attachments by clicking on the ‘Add Attachment’ button, or may
proceed with submitting the application.

Submit

To continue with the application process, click on the ‘Submit’ tab across the top of the screen.

. . Ly
Application
My Account
Horne ’—‘
Trkresh eneral T e \ X
Change E-rnail
Change Password
Log Qut - R - -
£ Submit Application for Review
Site Mavigation . . . o .
Grant Porkal Home The fallowing sections of this application have been successfully completed. To submit the
Contact Us application for review each section must be carmpleted. A completed section is indicated by 2
ican. An incomplete section is indicated by 2 ican.
<< Gowvernor's Grants
Prograrm horme page Status  Application Section Acton
<< Kanszas Web site
° General Information Moadify
0 Budget Modify
0 Attachments Modify
After the application has been successfully submitted, the information can no longer be edited,
but can be viewed.
[ Submit Application ‘
v

The user will see each application section listed with a status indicator for complete or
incomplete. If any application section is incomplete, click the ‘Modify’ link to go directly to that
section for editing. If all sections are complete, click on the ‘Submit Application’ button at the
bottom of the screen.

NOTE: After submitting the application, it is locked to the user for any edits and may only be
viewed.
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Kansas.gou:

e . Governor's Grants Program
KANSas Grant Portal

Application

My Account

Horne ’—‘
Tritroh s | ke . i
Change E-mail

Change Password
Log Cut

Application Submitted Successfully

Site Mavigation
Grant Portal Home
Contact Us

° The subrizsion was successful,

<< Gowvernor's Grants
Program home page
<< Kanszas Web site

Paortal Policies | Help Canter | 5

The system displays a message confirming that the revision was successfully submitted. The
user is done with the grant application and may log out of the Grant Portal.

To view the new status of the grant application just submitted, click on the ‘Home’ link on the
left side of the screen.

Horne

Change E-rnail . - .
Welcorne to the Governor's Grants Program web based portal. In 2 continuing effart to improve

Change Password services, thizs user account offers access to grant rmanagerment., Frorm this hame page, the uzer can
access the message center to view and create correspondence with the Governor's Grants Program,

Log Qut prepare and submit grant applications, and manage reporting requirerments,

Site Mavigation x5 G S TS

Grant Portal Home
Contact Uz

Message Inbox

<< Gowvernor's Grants
Pragram horme page |E|

! Wou have 0 new meszages,
<< Kanszas Web site

es | Help Center | S

Click on the ‘Current’ tab across the center of the screen.
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Horne

change E-mail Welcorme to the Gowernor's Grants Program web based portal, In a continuing effort to improve
Change Password seryices, thiz user account offers access to grant rmanagerment, From this hormme page, the user can

access the message center to view and create correspondence with the Governor's Grants Pragrarm,
Log Sut prepare and submit grant applications, and manage reporting requirements,

Lite Mavigation a5 g a s

Grant Portal Home
Contact Us

<< Governor's Grants
Program home page

<< Kansas Web site Project Number  GrantMame  Status Action Messages

SAMPLE-AWARD Sample Grant Approved Wiew

Sample Grant Pending  Wiew | Withdraw

Puortal Policies | Help Center | 5

In this view, the grant application just submitted is the second line with a “Pending” status. The
application may be viewed or withdrawn if the organization chooses to not have the application
considered.

To exit the Grant Portal, click the ‘Log Out’ link on the left side of the screen.

XXiil



